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MAY 18 1957
LEMORANDU FOLis Chief, Management Steff

SUBJECT: Review of Machine ltecords l'ivision Reports

1. 7 am concerned about the increased number of regular re- ~
curring reports prepared by the I achine ifecords I'ivision, Office
of the Comptroller., The number of reports increased from 340 in

1954 to L75 in 1956.

2. It is possible that reports raquired in previous years
may not be essential today and should be discontinued. The number
of copies of reports formerly required may no longer be necessary.
Again, identical information may appear on two (2) or more reports,
which reports could wisely be consolidated.

3. It is important that the Agency establish the least pos-
sible number of reports which will produce required data. To ob-
tain this objective I am asking Office Heads and Staff Chiefs
concerned to critically review all their report recuirements.

L. Attached is a list of reports and distribution pertaining
to your area. Flease take the necessary action to:

a., LEliminate non-essential reports.
b. Reduce the number of conies distributed.
c. Consolidate reports where practicable.

d. Report action taken %o the Comptroller by 30 June 1957.
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ATTACHMENT: NOTE: This same memo was addressed
Tab A - List of Reports to the following individual offices,
with one attachment pertaining to
UISTRIBJUTION: that office:
Orige & 1 - Chief, Mgt/5 Cnf., Audit Staff w. 1 attach.
2 -DDfS D/Security "
1 - Comptroller Chf.,Medical " "
' Chf.,Foreign Intell,DD/P "
“—— D/Personnel AAY 21 1g51§
D/Logistics o
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